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PURPOSE
 
To state the policy and assign responsibility for authorizing Department-paid
memberships in professional organizations.
 

POLICY
 
In accordance with the Alaska Administrative Manual (AAM 35.150 - Unauthorized
Expenditures), it is the policy of this Department to limit State-paid memberships in
professional organizations.  When representation by the Department is determined to
be in the best interests of the State, memberships shall be secured naming the
Department as the member, rather than naming specific individuals.

Regional/System Directors (or for Headquarters, the Deputy Commissioner) shall
determine the appropriate level of Department-paid representation in professional
organizations.  When a professional organization requires an individual be named, the
Regional/System Director will prepare an authorizing memorandum, similar to the
example in Attachment A, pointing to an employee's position, but stating the incumbent
may be named on the application.  This memo shall serve as authorization for future
memberships in the same professional organization by the current incumbent, until
rescinded by the Regional/System Director or Deputy Commissioner.
 
RESPONSIBILITY ASSIGNMENTS:

Requesting Offices are responsible for maintaining a file of authorizing memos that
point to positions in their unit.  When a renewal or new application is received and the
requesting office has a prior authorization on file, a copy may be attached to the
completed application and forwarded directly to the Regional Finance Office for
payment.  If no prior authorization is on file, the requesting office is responsible for
securing Regional/System Director (or for Headquarters, the Deputy Commissioner)
authorization, and then forwarding to the Regional Finance Office for payment.

Regional Finance Offices shall process requests for Department-paid memberships in
professional organizations that are accompanied by a written authorization from the



Regional/System Director (or for Headquarters, the Deputy Commissioner).  Requests
that fail to meet this criteria will be returned unprocessed to the requesting office.
 

AUTHORITY
 
AAM 35.150
 

IMPLEMENTATION RESPONSIBILITY

Regional/System Directors




